Epiror’s Note: The index to articles 
which appear in BUSINESS EDUCATION 
(UBEA) Forum is an annual service to 
members, libraries, and summer-session stu- 
dents. Indexes to previous volumes may be 
obtained by sending a stamped (6c) and 
addressed-return envelope to the UBEA 
Executive Secretary, 1201 Sixteenth Street, 
N. W., Washington 6, D. C. 


The Forum is owned and published by the 
members of the United Business Education 
Association. Articles which appear in the 
ForuM are approved for publication by the 
respective service editors. Ideas presented 
by the contributors do not necessarily con- 
stitute an endorsement by the publisher 
unless established by a resolution of the 
UBEA Representative Assembly and ap- 
proved by the National Council for Business 
Education. The Forum’s staff welcomes 
articles submitted by first-time writers in 
addition to those solicited from experienced 
business educators.—H.P.G. 


BASIC business 

A ‘‘coming-out perty’’ for the class in 
basic business. Ann Cromwell. 8:30 
Jan 754 

A five-year statewide basic business pro- 
gram. Ray G. Price. 8:22 Mar ’54 

Academie preparation for teachers of busi- 
ness subjects. Raymond B. Russell. 8:30 

_ Apr 754 

An advanced basic¢ business course. Ramon 
P. Heimerl. 8:11 Mar 754 

Contribution of popular magazines to con- 
sumer education. Wilmer Maedke. 8:37 
Oct 753 

Economic literacy for everyone or voea- 
tional competency for specialists only? 
(editorial. Howard M. Norton. 8:6 
Mar 754 

General business curriculum in the junior 
college. Hal F. Holt. 8:36 May 754 

Give business law students a look at the 
UN— its legal aspects! Mary M. Brady. 
8:34 Dee 753 

Guidance in basie business—senior level. 
Dale P. Wren. 8:9 Mar 754 

Issue editors, Gladys Bahr and Howard M. 
Norton. Mar ’54 

Producing a consumer television show. 
Clifton C. Thorne and Margaret Arm- 
strong. 8:14 Mar 754 

Pupil-centered business law class. 
E. Mantz. 8:30 Feb 754 

What is the status of consumer education 
in colleges and universities? Wilmoth C. 
Price. 8:17 Mar 754 

Why teach consumer education in our sec- 
ondary schools? Chester H. Wisnefske. 
8:30 Nov 753 

You have been chosen to teach basic busi- 
ness. M. Bernadine Bell and Lloyd E. 

Bevans. 8:20 Mar 754 


Dale 
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BOOKKEEPING and accounting 


An antidote for absenteeism. R. L. Thistle- 
thwaite. 8:26 Feb ’54 

Arithmetic competency in bookkeeping. I. 
David Satlow. 8:11 Dee 753 

Dramatization as a technique in teaching 
bookkeeping. Julius Antelman. 8:25 
Nov ’53 

Good habits make good bookkeepers. Har- 
old B. Cowan. 8:32 May 754 

How can we help the student analyze 
transactions? Everett C. Silvia 8:33 
Mar 754 

How much elerical arithmetic in elemen- 
tary bookkeeping? Kenneth Zimmer. 
8:16 Dee 753 

How to improve the skills of bookkeeping 
students who are deficient in arithmetic 
competency. F. Wayne House. 8:14 Dee 
953 

Improving the arithmetic fundamentals of 
young adults. Francis G. Lankford, Jr. 
8:19 Dee 753 

Issue editors, Harry Huffman and William 
Selden. Dee 753 

Machine arithmetic course. William Bub- 
bers. 8:28 Dee 753 

Make your bookkeeping course more prae- 
tical. John A. Dettmann. 8:26 Jan ’54 

Research findings relative to students’ 
achievement in bookkeeping and _ ae- 
counting. J. Virgil Herring. 8:31 Oct 

Some practical suggestions for teaching 
business arithmetic. William Selden. 
8:27 Dee 753 

What about arithmetic in bookkeeping? 
(editorial). Harry Huffman. 8:6 Dee 

What is the relation between business 
arithmetie instruction and bookkeeping 
instruction? M. Herbert Freeman. 8:9 
Dee 753 

What we know about bookkeeping—from 
research. Joint Committtee on Coordina- 
tion and Integration of Research in 
Business Edueation. 8:24 Apr 754 


CLERICAL, general and office machines 


Advaneed planning for better teaching in 
office practice. Juanita M. Rauch. 8:15 
Feb 754 

Clerical curriculum has come of age. Sid- 
ney Galper. 8:29 Jan 754 

Developing correct work habits in clerical 
training. Christine Stroop. 8:17 Feb 754 

Filing is no longer a stepchild. Rita 
Duckwall. 8:35 May 754 

How to teach the ten-key ‘‘touch method’’ 
on adding machines and printing eal- 
culators. D. T. Jones. 8:35 Oct 53 

Issue editors, Mary Elizabeth Connelly and 
Regis Horace. Feb 

Job analysis in office practice. George F. 
Montgomery. 8:29 Nov 753 


Machine methods and the modern business 
office. Robert Champagne. 8:28 Apr 754 

Office machines to fit the job. Jennie Me- 
Vey. 8:31 Dee 753 

The expanding clerical practice program, 
(editorial). Mary E. Connelly. 8:6 Feb 
54 

There is a potential in ‘‘ job-school data.’’ 
Sally Berry Maybury. 8:13 Feb ’54 — 

Using community resources in general 
elerical training. John H. Callan. 8:35 
Mar ’54 

What we know about office and clerical 
practice—from research. Joint Com- 
mittee on Coordination and Integration 
of Research in Business Edueation. 8:28 
Feb 754 

Where + who + what = how in office 
practice. LeRoy Brendel. 8:9 Feb 754 


DISTRIBUTIVE occupations 


A eity organizes for distributive educa- 
tion—the setting. Wiliam R. B!ackler. 
8:10 Apr 754 

A merchant looks at retail training. Wal- 
ter Christensen. 8:11 Apr 754 

A parent looks at distributive education. 
Maud Y. Milford. 8:11 Apr 754 

Adult program of distributive education. 
Glynn Shire. 8:16 Apr ’54 

Businessmen and educators teamed to- 
gether for community service (edito- 
rial). Willard M. Thompson. 8:6 Apr 
754 

Distributive education week. Roman F. 
Warmke. 8:38 Oct ’53 

Issue editors, Willard M. Thompson and 
John A. Beaumont. Apr ’54 

Recent publications for distributive edu- 
eators. Viola L. Franklin. 8:29 Apr 754 

Sacramento trains for careers in retailing. 
Marilene Van Wagenen. 8:13 Apr 754 

Students’ viewpoint. Marilyn Gay Schactili 
and Josiah S. Whitehead. 8:18 Apr 754 

The resource file as an aid in individual 
instruction in distributive education. 
William B. Logan. 8:26 Apr 754 

The stake of distributive education in na- 
tional prosperity. R. C. Van Wagenen. 
8:9 Apr 754 


OFFICE standards and cooperation 
with business 


A banker looks at work measurement. T. 
A Brady. 8:15 May ’54 

A management consultant looks at stand- 
ards. John F. Pierce. 8:19 May 754 

A personnel director looks at office stand- 
ards. R. F. Prinz. 8:18 May ’54 

A systems man looks at office standards. 
Leslie Matthies. 8:9 May ’54 

Business is doing something about stand- 
ards, why don’t we? (editorial). Fred 
C. Archer. 8:7 May ’54 

Clerical productivity and business educa- 
tion. Paul B. Mulligan. 8:11 May 754 
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Development of desirable personal traits 
for success in office work. Mearl R. 
Guthrie. 8:31 Feb 754 

Eliminating students’ gripes through fair 
evaluation. Harm Harms. 8:35 Dee ’53 

Evaluating trainees on the job. Ethel 
Paleen. 8:31 Apr 754 

How field trips can be made effective. 
Kenneth J. Hansen. 8:31 Jan 754 

Human factors important in developing 
better business standards (editorial). 
Erwin M. Keithley. 8:6 May 754 

Issue editors, Erwin M. Keithley and Fred 
C. Archer. May 754 

Million dollar laboratory—near home! 
J. R. Neill and Maureen Pelley. 8:37 
Mar ’54 

Paper work and profits. Clyde I. Blaneh- 
ard. 8:22 May ’54 

‘«Rate test’’ as a standards for measure- 
ment of proficiency of the key-driven 
ealeulator. Juanita Carter. 8:31 Nov 
53 

Successful teachers. 
8:39 Oct 7°53 

Summer work experiences of liberal arts 
college girls. Sara E. Hess. 8:34 May 
54 


Marion M. Lamb. 


SHORTHAND transcription 


A proven technique for shorthand. Mary 
Lynn McKinnon. 8:29 Oct ’53 

A report on abbreviated longhand. Galen 
Stutsman. 8:19 Apr 754 

Individual learners in shorthand. Ruth 
Stauffer. 8:23 Nov 753 

Issue editors, Dorothy H. Veon and Mina 
M. Johnson. Oct 753 

Let’s be practical in teaching shorthand. 
Violet A. Norton. 8:29 May 754 

My shorthand students do very well 
until. . . . F. Kendrick Bangs. 8:22 
Jan ’54 

Play office—teach shorthand and secre- 
tarial procedures. Hulda Vaaler. 8:23 
Dee ’53 

Shorthand transcription—the work of the’ 
typewriting department. Eleanor Skimin. 
8:11 Oct 753 

“Standards and grading in transcription. 
Ruth I. Anderson. 8:20 Oct 

The role of television in teaching tran- 
scription. Eugenia Moseley. 8:32 Oct 
"53 

Transcription—early or late. Helen Rey- 
nolds and Margaret H. Ely. 8:14 Oct 
53 

Transcription factors and _ procedures. 
Irene Place. 8.17 Oct 753 

Transcription from stenograph (steno- 
type) notes: some significant points and 
comments. Eve Adams and Dan Gara- 
moni. 8:23 Feb 754, 8:29 Mar 754 

What we know about shorthand and tran- 
secription—from research. Joint Commit- 
tee on Coordination and Integration of 
Research in Business Education 8:23 
Jan ’54 


TEACHING aids 


Advance planning for modern teaching 
aids (editorial). Lewis R. Toll. 8:6 Jan 
754 


Aids for teaching business communications 
beyond the textbook level. Bernice 
Prince Biggs. 8:27 Jan 754 

Cooperative development of the course of 
study. Arthur L. Walker. 8:12 Jan *54 

Demonstration as an aid in teaching busi- 
ness machines. Frank A. Grant. 8:27 
Feb 754 

Devices for developing production power 
in typewriting. Marie Jessa. 8:30 May 
54 

Guidance devices in business arithmetic. 
Cleo P. Casady and Robert L. Thistle- 
thwaite. 8:34 Mar 754 

How to prepare and use posters in the 
teaching of typewriting. Edward T. 
Burda. 8:27 Nov 753 

Issue editors, Lewis R. Toll and Mary Bell. 
Jan 754 

Photography, an aid to the business teach- 
er. Fred Zaharee. 8:29 Dee 753 

Planning for the use of projectors and 
recorders. Marjorie McLeod Spiecker. 
8:9 Jan 754 

Shorthand teaching aids for adult evening 
classes. Rodney G. Wessman. 8:33 Oct 
53 

State course of study bulletins. Lewis R. 
Toll and James A. Hallam. 8:17 Jan 
54 

Teaching device. Rachel A. Johnson. 8:31 
May ’54 


The resource file as an aid in individual 


instruction in distributive education. 
William B. Logan. 8:26 Apr °54 
Typewriter repair chart. Delphine Lynch. 
8:29 Dee 
Using textbooks and related teaching aids. 
M. Herbert Freeman. 8:15 Jan ’54 


RESEARCH in business education 


Research findings relative to students’ 
achievement in bookkeeping and _ ac- 
eounting. J. Virgil Herring. 8:31 Oct 

What we know about bookkeeping—from 
research. Subcommittee, Joint Commit- 
tee on Coordination and Integration of 
Research in Business Education. 8:24 
Apr 754 

What we know about office and clerical 
practice—from research. Joint Commit- 
tee on Coordination and Integration of 
Research in Business Education. 8:28 
Feb 754 

What we know about shorthand and tran- 
seription—from research. Joint Commit- 
tee on Coordination and Integration of 
Research in Business Edueation. 8:23 
Jan 754 

What we know about typewriting—from 
research. Joint Committee on Coordina- 
tion and Integration of Research in 
Business Education. 8:31 Mar 7°54 


TYPEWRITING 
Chicago’s Kelly High School likes the 
electric typewriter. Edith C. Sidney. 

8:20 Apr 754 
Developing number writing skill. Marion 
Corey and Edwin Weber. 8:12 Nov 753 
Devices for developing production power 


in typewriting. Marie Jessa. 8:30 May 
54 

Do you practice what you teach? Margaret 
A. Alexander. 8:21 Jan 754 

Dynamic influences in the development of 
number writing skill. T. James Craw- 
ford. 8:9 Nov ’53 

Electric typewriters help create enthusiasm 
and produce results. Evelyn F. Kronen- 
wetter. 8:24 Dec 

Ideal audio-visual equipment of typewrit- 
ing. E. Dana Gibson. 8:15 Nov ’a5 

In this issue (editorial). John L. Rowe. 
8:6 Nov 753 

Issue editors, John L. Rowe and Dorothy 
Travis. Nov ’53 

Teaching the use of electric and manual 
typewriters in the same class. Marion 
Wood. 8:24 Nov 753 

The teaching method—does it matter? 
Leonard Jordan West. 8:24 Feb 754 

Typewriting numbers in clerical practice. 
Marian Heinen. 8:13 Nov ’53 

What about junior high school typewrit- 
ing? Margaret E. Andrews. 8:30 Oct ’53 

What we know about typewriting—from 
research. Joint Committee on Coordina- 
tion and Integration of Research in 
Business Education. 8:31 Mar 754 


A SPECIAL OFFER 


While the supply lasts, special packages 
containing three copies of feature issues of 
BUsINEss EDUCATION ForuM (March 1947- 
May 1953) may be obtained at less than one- 
half the present single issue rate—we pay 
postage, too. When the supply of any issue 
requested has been depleted, a substitution 
will be made in the same subject-matter area. 

On the order form below, please check the 
subject-matter area and write in the years of — 
publication desired. Send the form with 
$1.00 for package checked to: 


UNITED BUSINEss EDUCATION ASSOCIATION 
1201 SxITEENTH STREET, N. W. 
WASHINGTON 6, D. C. 


Please send me the special packages checked 
below. I am enclosing $_-.... 


Year of Issue 
(List three between 


Subject-Matter 
"47 and ’53) 


Area 
.. Shorthand 
.. Typewriting 


... Bookkeeping 
... Teaching Aids 


.. General Clerical 
and Office Machines 


.. Basic Business 
.. Distributive Occupations 


_. Office Standards and © 
Cooperation with Business 


Name 


Street and No. 


City 
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